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An AASIS Training Guide - Enterprise . HRTRC — Time Recording and Time Approval
Tips & Tricks #1

Viewing Transaction Code on SAP menu

e sciumemm——utits B 4 Click on Extras and then |

Technical details Shift+F11 . .
SAP Easy Access | s — click settings.
E\ | | ! Set start transaction Shift+F 7

[ Favarites
57 {3 EAP menu

b [ ofice

» 3 cross-Application Components
D [ Logistics

B L0 Accounting

> 1 Human Resaurces

I 1 Information Systems

B (3 Tools

AASIS Support Center, Diane Hill 5-2
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HRTRC - 02/16/04



An AASIS Training Guide - Enterprise HRTRC — Time Recording and Time Approval

Tips & Tricks #1
Viewing Transaction Code on SAP menu

| 00 saBieee DHE fDoa0 FAE @
SAP Easy Access

B S| &2 [v[al

Favorites

= 23 SAP menu
I [ ofice
I (3O Cross-Applicat
I [ Logistics
I 3 Accounting
> 1 Human Resou
I 3 Information Sy
B (3 Tools

EIRLCINL

2. Click in box (Display
technical names) to
check.

B2 x

3. Green
check to
continue

AASIS Support Center, Diane Hill 5-3
02/16/04, Revised to V4

Once these steps are completed, go back through
menu path and the transaction code will be
displayed.
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Tips & Tricks #2

Administrator Group & Time Administrator
& 1. Enter PA51 in the command field and press enter.
SAF Easy Access AASIS MENU

B | 2 | EE 2| [«

L3 Favorites

= {3 SAP standard menu
> (1 Office
I [3 Logistics
> [C3 Accounting
> [C3 Human Resources
> [ Information Systermns
> E@ Special Transactions & Reports (State of Arkar ©
b (3 Tools

(a0 [

AASIS Support Center, Diane Hill
02/16/04, Revised to V4
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" Tips & Tricks #2
Administrator Group & Time Administrator

Time data Edit Goto  Exiras  LUtilities  Settings  Systerm Help
= Wi (0 G DB aDhon EE 2 M
5. Click the

s .2 | m o display icon 2. Enter the personnel
- E < number of the employee B
Marme Kirsten Hatthews and preSS enter. M
EE group 1 Regular State . Pers.area FATETOFA
EE subgroup UE Employee Cost Center 383225 SCI-FI
3. Click on the
Weekly calendarfaddt! data k Time guotas " Time management data m -
- | Time management

| |infatype text [E.|| || [Period data tab

|Organizati0na|Assignmem o ] @ Period

|Persanal Data ||| Fr. To

|Pavr0|l8tatus &4 () Today () Curraweek

|Planned Warking Time 4 AT ) Current month

[Time Recarding Info ' From curr.date O Lastweek

Time Sheet Defaults ) To current date i Last month

!Date Specifications L4 | | O currperiod ) Current Year

. . . [« | M  en

4. Click to highlight |3
the Organizational
Assignment infotype [™=" = °V [
AASIS Support Center, Diane Hill - 5-5
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Infotype  Edit Goto  Extras  Systern Help

& BdHI@@E@ SHE SN as EBE @
Dispilay Organizational Assignment
&l B |2 | Org Structure
Personnel Mot fifi Marne Kirsten. Status Activa l;l
EE aroup 1 Regular State Ern.. Personnel ar Fro4 DFA '
EE subgroup  UE Employes == 126-60-7110
Start A8/18/2003 1o 12/31/9999Q Chng 12/07/2003 PNORR
Enterprise structure
CoCode o~y State of Arkansas Leg.persan
Fers.area FrLo4 DFA Suharea ALt OT,5td ASHB
Cost Cir 383225 SCI-FI Bus. Area o61@ DEPT OF FINAMCE AMD ..
FPersonnel structure
EE group 1 Regular State Empl. Payr.area 11 Arkansas Bi-YWeekly
EE subgroup  UE Employee Contract 1000 HoursrYear &
arganizational plan Administrator
Fercentage 100,00 PersAdmin 180 Dehi L Heiman
Fosition 22079941 R264 Time 181 Dgnna K Hurt

MANAGEMENT PRO . PayrAdrmin 0 wa J Spaul
Job key 21669239 R264

MANAGEMENT PR . z
Exempt i} Bl
AASIS Support Center, Diane Hill 5-6

02/16/04, Revised to V4

Note: The Personnel Area is the same as the
Administrator group. The Time Administrator is
listed for the employee. Always verify the validity of
the record. The most current record would have an
end date of 12/31/9999.

If you cannot access this infotype, check with
your Central Office for assistance.
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Tips & Tricks #3
Sort Employees

HRTRC — Time Recording and Time Approval

afd H e@ae SEE Banas BE @D

Time Sheet: initial j -
_ | 2. Click on one of

the sorticon

s BB &

Data Entry
Data Entry Profile
Key date

TSSTD
0240172004

Time Specialist Time Entry Profile

Fersonnel Selection
| IPersonn . MName

1. Click on the column heading to

_____ Perd highlight column.

| |Tos David Cole Fao

| 104 Dave Colford FA04 WELT |1 |UE 383230 21705313101 [COLFORD b [~]

| 102 David Canant Fao4 MELT 1 |UE 283230 21705313101 [CONANT DA

| 101 Debhie Cross Fro4 0811 (UE|383230 21705313101 |[CROSS DEB

| 100 Deborah Davis FaBE4NELT|T1|UE[283230 21705313101 DAVIS DEB

| 93 Deborah Debusk Fro4 0811 (UE|383230 21705313101 |DEBUSK DE

| a7 Diana East Fro4 0811 (UE|383230 21705313101 [EAST DIAN

| 96 Diana Edwards FAB4|0ALT |1 UE[283230 21705313101 EDWARDS D

| 94 Diane Elias Fro4 0811 (UE|383230 21705313101 [ELIAS DIA

| g1 Diane Ellis Fao4 MELT |1 |UE 383230 21705313101 |ELLIS DIA[«]

|_?T Disnnhette Ellis FAE4|0ALT|1UE[283230 21705314101 ELLIS DIA[~]
I3 - |[«][r]

AASIS Support Center, Diane Hill
02/16/04, Revised to V4
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Tips & Tricks #3
Sort Employees

Tirme Sheet  Edit

Help

DA H & I SHE Enaa BRI @D
Time Sheel: Initial Screen
& BN

Data Entry
Data Entry Profile TS5TD Time Specialist Time Entry Profile
Key date [2/01/2004
Personnel Selection
Ferzonn...|\Mame Fer..|Su.. |EE..|Cost Cir org. un.  |Ti... Lastname.@l
3 anda Ziemski Fap4|0DaL2|7(UB 383201 2175318101 |ZIEMSKI L\.IIE|
4 Raobin Smith FAB4|0ALT |1 |UE|383225 21705315101 |SMITH ROE [*]
o Fobert Skinner FaBp4MELT |1 |UE|3B3225 2175315101 SKINNE_R R D
16 Gwin Henderson Foe4 08011 |UE|383234
17 Ricky Sims FAB4|08L1|1|UE|3B322Y NOte: Employees are now
22 Glenda Haves FAD4|0AL1 |1 |UE[383230 disp|ayed by Personnel number in
26 Randall Sheppard FaB4|08L1|1|UE|38322Y . .
27 Gena Hatha\zzy FAB4|08L1 |1 |UE|383234 ascendlng numerlcal Order.
31 Linda Moore FaBp4|0AL1 |1 (UE[383201 2175319101 MOORE LIM |_|
32 Fatricia Scott FAB4MELT |1 |UE|383225 21705315101 SCOTT PAT [a]
36 Linda McCoal FAae4MELT |1 |UE|383201 217A5319101 MCCOOL LI [+]
[ |[«1[»]
AASIS Support Center, Diane Hill 5.8

02/16/04, Revised to V4
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Tips & Tricks #4
Toggle Between Days & Dates

BAdH e SHE DDLon HE @E
Time Sheet: Data gQiry View

B)AZ4aH HE B

»EEOae | @

01/25/2004 - 0z/07/2004 || &

Diata Entry Area

aLTIF'ErS.ND. CO.. |Af . |Wa.. |Total 01/25 |Fram [To 01426 |Fram [To 01627 |From |To 01/28 |From |To 01/29 |Fro
QWE B.00 0.088 0.00 0.00 o.oa o.od

(] | Y [[4][(»]

I ——

[1 Dataentryview  |&F  Release view [ variahle view

AASIS Support Center, Diane Hill 5.9
02/16/04, Revised to V4

The default for the Cross Application Time Sheet is
dates. To view days instead of dates, click the
Weekdays on/off icon.

HRTRC - 02/16/04
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' An AASIS Training Guide—Enterprier_ipS & TrICkS #4
Toggle Between Days & Dates

Time Sheet Edit Goto Extras  Environment System  Help

340 ead DHE DDOO EE @ m

Time Sheet: Data Entry View
EREaAYSCoR | @4ad BEd B EB DN O

""""""""""""" 01/25/2004 - 02/07/2004

iData Entry Period:
Data Entry Area
LT Pers.Mo. (GO |AA Wa.. |Total SU ..|Fram [Ta MGQ . |Fram [Ta TU .. |Fram |Ta WE _.|Fram [Ta TH ..|Frao
2105 0. [ ———— - . v i
[]
[+]
|| [~]
[ I[«][+]

| [0 Data entryview ||ﬂ‘ Release view ||E| Wariable view Entry 1 of 1

5-10

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

The Weekdays on/off icon will have to be selected
to view days each time you access the Cross

Application Time Sheet.

HRTRC - 02/16/04
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"' Tips & Tricks #5
Customize Your Time Sheet

Tirme Sheet Edit Goto  Extras  Environment  Systermn Help

B dH e ECRR ©Dhon FEE @M
Time Sheet: Data Entry View
EEREadEon adzxsald B4 BeREOE @ d

DaafayPeriod 62101 m””“f 1. Position your mouse
Data Entry Area %{ between the column 4
PerS.ND. co..|Rec. cotr™f ™ ceiver to produce a black fion [Tatal 0201 |From [To  |ozdAT)
=4 0.00 0.00 0[]
cross. =

2. Press and hold
down your left
mouse button; drag
column to the left to

close.
[~]
| [~]
[T [«][+]
| [0  Data entry view |L£‘ Release view ||E| Wariable view Entry 0 of 1
AASIS Support Center, Diane Hill 5-11

02/16/04, Revised to V4
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Tips & Tricks #5
Customize Your Time Sheet

JIH e CRR Do BE @@
Time Sheel: Data Entry View

BERav3on I ¢ed 0@ BeEEOX 94

02/01/2004 - 0241472004 & &

Data Entry Area
LT|Pers.Mo. |CO..|Receiver WBS element Fec. arder ArA L |Wia.. |Position |Total 02/01 |From |To 02/02 |From |Tdl
o4 o.e0f o.08 o.eQ

Note: Repeat step1 & 2 to
close as many columns as you
desire.

(410> | R [4][y]

I

[1 Dataentryview [EP  Releaseview [  wariahle view

AASIS Support Center, Diane Hill 5-12
02/16/04, Revised to V4
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Data Entry Area

' An AASIS Training Guide - Enterprise

Tips & Tricks #5

Time Sheel: Data Entry View

BERav@on dsad 0@ BwEEDOx 94

HRTRC — Time Recording and Time Approval

Customize Your Time Sheet

_|co. |am.

02701
e

a.aa

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

[ Data entry view = Release view

= Wariahle view

5-13
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' Tips & Tricks #5
Customize Your Time Sheet

Tirme Sheet Edit Goto Extras  Environment Systern Help

& A IeE& I CSHE aDhon I FEE @

Time Sheet: Data Entry View
ERa&aY 3 om| @@+ | EHE| 4 Enter aname in
Data Entry Period B2/81/2004 - B2/14/2004 the variant field.

__ Data Eniry Area 5. Click the Create __
|[EiLT|Pers.Mo. |co. |ais . wa. |Total 0201 [From [To |02 Eoﬂﬁl
| = 0.00) 0,00 o button. [«]
|— Current settings Basic setting | _El
I_ Standard setting Basic setting e -
|_ \ \ B
|— Maintain variants \ —
|— Variant DianeH =7
|— Use as standard setti —
|— | O Create | —
|_ et | i | Delete | —
2 =5
== Close  w* Save  Administrator ®

L] ] O
| [1  Data entry view ||ﬂ‘ Release view ||&| ariable view | Entry 0 of 1
AASIS Support Center, Diane Hill 5-14

02/16/04, Revised to V4

You can choose to name your variant any name you
wish. If that name has already been used, you
will receive a message stating, “Do you want to
overwrite existing variants?” If you answer no,
you can rename the variant.

HRTRC - 02/16/04 5-14
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"’ Tips & Tricks #5
Customize Your Time Sheet

Time Sheet Edit Goto  Extras  Environment Systern Help

& alda H I @@ SEHEIETAO8IEE @

Time Sheet: Data Entry View
EEav3on| g@xdad HE B2REE D) 2

Diata Entry Period B2/01/2004 - 02/14/2004

Diata Entry Area

|

QLT Pers.Mo. [CO. |ain. fwa. [Tatal 02i01 [From [To  |02i02 [Fro e EREE e
&4 9.0y ©.00 0.0 Choose variants _El
Current settings DianeH [} 7@
Standard setting DianeH e} |
Maintain wariants —
Wariant )
Lze az standard setting —
| O Craate | —
T | i} Delete | —
| (=]
L Clgse |« Save | Administratar *® -]
[ A ]
y4
| [ Data entry view |||;‘i_“ Release view ||&| Variabl . .
6. Click the close icon
@ Setting DianeH successfully saved < é
AASIS Support Center, Diane Hill 5-15

02/16/04, Revised to V4

Notice how your variant name is displayed in the
current and standard settings fields.

You will receive a message stating that your variant
is saved. Your changed settings will remain until
you reset them.

To reset original settings, proceed with steps 7-9.

HRTRC - 02/16/04
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Time sheet Edit Goto

Exiras

' An AASIS Training Guide—EnterpriEIe_ipS & TrICkS #5
Customize Your Time Sheet

Erwironment Systern  Help

HRTRC — Time Recording and Time Approval

& afq BHIC@@ DHEB Don IBEE @m
Time Sheet: Data Entry View
ERavEom @5« Bl B&|7. Click the table icon
Data entry period O6/23/26002 - O7/06/2002
8. Use the pull down menu
ElLT|Pers.no. |CO..|Rec. CCir  [Receiver WHS element R and CIiCk on baSiC Settings i)
Igmma
Choose Yariants x
Current settings DianeH El
Standard Setting T
Ciane
DianeH
Maintain Yariants
Wariant
Llse as standard setfting
m :
(DL
||_| Data entry wiew |||;‘i_“ Release view ||&| Variahle view |Entry1 Close || & Save | Administrator £

t

9. Click the Save button.

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

5-16

Note: These steps are done to restore original

settings.

Change both fields (Current settings and
Standard settings) to Basic settings.

HRTRC - 02/16/04
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An AASIS Training Guide - Enterprise

Tips & Tricks #6
View More Lines on Time Sheet

Tirme Sheet  Edit Goto  Extras  Erwironment  System  Help

B dH @@ SHE BNOn EE G
Time Sheet: Data Entry View Sption S

BRa7E e ! Sz Esan

02222004 -

03/06/2

Generate graphic

Mew “isual Design ...
Set Color To Systermn ...
Clipboard . \

Data Entry Area in?atet s?}or‘.[;u—t
|§ LT |Pers.Mo.  |COArRec. CCtr Receiver YWES ele SRl G R . . R
e 1. Click the customizing icon
Script Developm . .
| P ===tPT and click on New Visual
| Default size .
| Hardcgpy DeS|gn.
| Quick Cut and Paste
| Spelling Check
| SAP GUI help
| About.
| (2]
|| ]
(] (][]
| (| Diata entry view ”ﬂ‘ Release view ||&| “ariahle view Entry 0 of 1
AASIS Support Center, Diane Hill 5-17

02/16/04, Revised to V4

There could be a number of reasons why you are not
able to view more lines on the Cross Application Time

Sheet. Here are a couple of areas to check:
1. To check your SAP GUI settings, perform steps 1 - 3.
2. To check your PC settings, perform steps 4 — 11.

If none of these steps solve your problem, please
check with your agency’s technical personnel for
additional assistance.

HRTRC - 02/16/04
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HRTRC — Time Recording and Time Approval

Tips & Tricks #6
View More Lines on Time Sheet

Time Sheet: Data Entry View

02/16/04, Revised to V4

Settings
Time Shei General L Color Settings
BB & T Active Theme Fort Size
Changing the theme will take effect . . .
p 3 Changing the font size will take
Data Entry Peri :::;t} i T = T e o e effect with the first new frontend
) mode pou start.
- Enjoy = Smaller Larger
Data Entry A
SLT|Fers.na. 02422
Z111 .00| 0. 00|
Sound \ El
@ 0n . [
ors 2. Click the button and
drag to a smaller font
Size.

[=]
|| [~]
[«[»]_8 [ [« ][+

| Data ent

Ok | | Cancel | | Apply |
r a 2
AASIS Support Center, Diane Hill 5-18
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Tips & Tricks #6
View More Lines On Time Sheet

Time Sheet: Data Entry View

SAP GUI Settings

Tfme sh61 Genera | L Color Settings
[E == Active Theme Fort Size
T | Cppratetenenuiediet | i o o o itk
Diata Entry Peri " effect with the first new frontend
: mode pou stark.
- Enijoy = Smaller Larger
Data Entry A
@ LT|Pers. Mo, 1 s 0222
B111 .00 0. oo0|[~]
Sound EI
@ 0On B
off
[+]
|| (=]
(] 8 L[]
[l Diata ent

3- CIiCk _|'> 0K || Cancel || Apply |

AASIS Support Center, Diane Hill 5-19
02/16/04, Revised to V4

In order for the new settings to take effect, you will
have to completely log off the AASIS system and
then log back on.

You may repeat steps 1- 3 as needed to obtain the
desired font size.

HRTRC - 02/16/04
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Tips & Tricks #6
View More Lines On Time Sheet

Tool

AASIS Support Center, Diane Hill 5-20
02/16/04, Revised to V4
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Tips & Tricks #6
View More Lines On Time Sheet

¥

Desktop.

6. Click on Customize
My Desktop

MNew Deskiop Item...

Arrange Icons #

Line Up Icons » Show Web Content

- Refresh v Show Desktop Icons

~ _  Lock Deskrop Items
Swnchronize

Faste
Paste Sharteuk

t_customs, gif

]
i My Current Home Page

Properties

AASIS Support Center, Diane Hill 5-21
02/16/04, Revised to V4
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Tips & Tricks #6
More Lines On Time Sheet

¥ .

View

7. Choose the
' Settings tab

= w : .
i Display Properties HAEI| S

r::':_r Backgroundl Screen Saver Appearancel wieh I Effects Settings
fo

8. Drag the bar to a |
desired pixels
setting.

Dizplay:
[FMultiple Monitors] on Radeon Mobility

Calaor Screen area
|7| Tiue Color (32 bit] =] |7Less

1024 by 7B pixels

Troubleshoat.... I Advanced... I

& _Micr Cancel | Apply
9. Click ¥ g o g

AASIS Support Center, Diane Hill 5-22
02/16/04, Revised to V4

Note: The higher the pixel setting, the smaller the
font.

HRTRC - 02/16/04 5-22
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Tips & Tricks #6

View More Line On Time Sheet

J

isplay Properties

tindows will now apply vour new deskbop settings. This will take a few
which kirne wour screen may Flicker,

HRTRC — Time Recording and Time Approval

seconds, during

If wour new settings are nok applied correctly, vour original deskkop settings will be

aukomatically restored in 15 seconds.

i oK I Cancel |

ITrue Color [32 b Less —J— More

1024 by 7B pixels

10. Click |
Troubleshoat.... I Advanced...

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

Cancel | Apply

HRTRC - 02/16/04
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Tips & Tricks #6

HRTRC — Time Recording and Time Approval

View More Lines Qn Time Sheet

= i
Display Properties 2=

Backgroundl Scresn Saverl Appearancel “wieh | Effects Settings I

a
Monitor Settings |

“our desktop has been reconfigured. Do you want to keep
these settings?

Reverting in 13 seconds Yis
. ' i |
Dicea: 11. Click

(tultiple Monitors) on Fadeon

Colars——— | [ Screen area

True Color [32 bit) Less ——

[ s 1024 by 7EE piels

Troubleshact... | Advanced

| cancel

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

5-24
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Tips & Tricks #7
COPY CELLS

ITH e CRE DHho0 HE @

Time Sheel: Data Entry View
| | |

BE/23/2002 - OF/06/2002 || [&

Wa.. |[Position (Total =10 Fram (To [lLe} From (To TU From |To WWE |From |To TH

From |To FR
0.6 060 o.ae 006 o.ae 008 060
peea 1100
1130 (1630 [
“\
N
1. Highlight line 2. Enter From and To

times for morning and
afternoon and press
enter.

(][> ) N |[+][+]

KD

[}  Dataentryview || g5

D]

Release view [ variable view

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

5-25

This process is used to copy time pairs (From and

To morning and afternoon hours) from one day to
the other days.

HRTRC - 02/16/04 5-25
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Tips & Tricks #7
COPY CELLS

Time sheet Edit Goto Extras  Environment

& O = R

tern  Help

CHE ONoD DF @B

HRTRC — Time Recording and Time Approval

Time Sheel: Data Entry View

EEAFIE oD @axHabl B8 BeRERB D

Data entry period 62302002 - O7 /662002

[Elwa... |Position (Total S From |To WMo From (To T |From (To  WWE  [Fram |To  [TH  |From |To FR E‘
g.00f .00 g.00 o.00 o.00 o.00 0.00(+]
3.00 []
5.08 |

computer keyboard.

3. Press Ctrl + Y on your

<] Note: Your cursor will
= turned to a plus sign.

ahle vi

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

N
4. Move your cursor to the

top total field.

5. Press and hold down

the left mouse button and
drag to highlight the fields =
to be copied.

I

6. Press Ctrl + C to copy

5-26

HRTRC - 02/16/04
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Tips & Tricks #7
COPY CELLS

10 e CHE D0on BE @
Time Sheet: Data Entry View

| | |
06/23/2002 - OF/06/2002 ||

...|Position |Taotal Fram |Ta TL Fram |Ta
o.ae
B 08[11:00) B OO@ES: 0611600
11:30[16:30| §.60[11:30(16:30

7. Position the cursor in the

field you want to paste the

copied information and press

Ctrl +V.
| |

| Datacriview  |of  Releaseview [ variable view

AASIS Support Center, Diane Hill 5.27
02/16/04, Revised to V4

You can continue this process (Ctrl + V) throughout
the end of the week or end of the payperiod.

HRTRC - 02/16/04 5-27
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Time Sheet  Edit Goto
&
Time Sheet: Initial Screen
/B RAaw
| Dal\ Entry
. TS5TD Time Specialist Time Entry Profile
2. Click B2/01/2004
pencil icon
or F5 Fer..|su. |EE. [cost Gir org. un.  |Ti...|Last name.]El
IES David Cole Fao4 (DALt [1 UE]ZE3220 21705313101 |COLE DAV [=]
| |04 Dave Colford Fao4NELT[1 UE|283220 21785313101 [cOLFORD D (=]
| |10z David Conant Fao4NELT[1 UE|283220 21705313101 |CONANT DA
(I (3 Debhie Cross Fao4(0aL1[1 UE[383230 21705313[101|CROSS DEB
| |1eo Deharah Davis Fao4NELT[1 UE|283220 21705313[101|DAYIS DEE
INCE Deharah Debusk FAo4DALT 1 UE 283220 21705313101 DEBUSK DE
¥ V=g Diana East FAo4DAL1[1 UE 283230 21705313101 EAST DIAN
W e Diana Edwards FAo4(0aL1[1 UE]283230 21705313101 EDMARDS D
| Jlos Diane Elias Fao4(0aL1 1 UE[ZE3230 21705313101 [ELIAS DIA
. . 283230 21705313181 [ELLIS DIA [«]
1. Highlight employees. 383230 21705314 /101 ELLTS D14 =]
[ L — |[«de]
AASIS Support Center, Diane Hill 5-28
02/16/04, Revised to V4

When you have more than one employee with the
same work hours as other employees, you can use
the copy function to save time.

You must highlight more than one employee in
order to copy the times from one employee to the
next.
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Tips & Tricks #8
COPY LINES

aldH @@ SRE HDO0 EE @D

Time Sheel: Data Entry View
ERAFEoB @ZF4ad BdE BwEREOS

a2/01 /2004 B2/14/2004  |&H| B

Data Entry Area

LTIPers.No. Co. AR WWa.. [ Total 0201 |From |To 0202 |From |To 02/03 |[From |To 02104 |From |To 02/05 |Fro
EQS 0.00f 0.08 o.0o o.oa 0.08 .08
gg? 0.00f 0.08 o.0o o.oa 0.08 .08
a7
a7] =)

3. Enter the personnel
number of one of the
employee on two lines
and press enter.

I x| |

[1  Data entryview = Release view [ Wariahle view

(]| I |[«][]

AASIS Support Center, Diane Hill 5-29
02/16/04, Revised to V4
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Tips & Tricks #8
COPY LINES

1H @ CRR OO0 BAE @8
Time Sheel: Data Entry View

BERBAFE0D IZSaH| B | E

B2/01/2004 - 02/14/2004 ]

wEBEOS D4

Diata Entry Area
From |To 0202 |From (To 02/03 |Fram |To 02/04 |From (To 02/05 |From |To 02/06 |From (To 0207 |From (To
a.e0e 0.ea a.oe a.ea o.eg a.ee
a.oe 0.eo [.oe a.ea o.eg a.ee
ngEe (1200 [s00 1200 ngEe (1200 nspa (1200 0808 [P
1238 (1630 1230 [1630 1238 1630 1238 1630 1230 (1630

4. Enter the From and To
hours for the morning
and afternoon hours and
press enter.

[«]+] [4]+]

[1 Dataentryview |  Releaseview [ variahle view

(][ | N [«][»]

AASIS Support Center, Diane Hill 5-30
02/16/04, Revised to V4
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Tips & Tricks #8

COPY LINES

HRTRC — Time Recording and Time Approval

JH @@ DHE Hhon FHAE @@

Time Sheet: Data Entry View

AFZ0R gFSaH B BA2REB0DS DA

[1  Data entry view

=

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

Release view

]

Variable view

p2/01/2004 - 0241442004 || B
Diata Entry Area
LTIPerS.ND. COAA . Wa... | Total 02/01 |From |To 0202 |From |To 02/03 |From |Ta 02/04 |From |To 02405 |Fro
EQS 0.00 6.600 o.o8 o.00 o.o8 0.0 Z|
a7 40,00 0.068 g.00 g.00 g.00 g.an (-]
a7 BRK BTTH 4. 00E8:0012:00| 4. 00@8:00(12:00| 4. 0008 :0012:00| 4. 00080
a7 BRK BTTH 4. 00012:3016:30| 4. 0012:30016:30| 4 00[12:30016:30| 4.00/12:
|
1 5. Highlight the
| lines to be copied.
[+]
[-]
[l [«][»]
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Tips & Tricks #8
COPY LINES

Edit

{ = Help
A CEe CHE 0o HE @0
Time Sheet: Data Entry View

Bé?%@@l@@’c@:ﬁlIE@M_&CHthheCOpy
=" icon or F5.

Tirme Sheet Goto

Data Entry Period @2/01/2084 |- B2/14/2004
Drata Entry Area 4‘
F'ErS.ND. CO.|AA. . Wa... | Total 02101 |From |To 02502 |From |To 02/03 |From (Ta 02104 |From |To 02405 Fro
Bk 0,06 6,00 .00 .00 o.00 0. a0 [=]
= £0.00 .00 16.88 16.00 16.80 16.00) [
a7 ARE [BTTH 2000 4. 00jas:a0f12 00| 4 oojps:oafz2:o00) 4. 000 pali2: 00] 4 nojpe:dl |
a7 ARE |BTTH 20.00 4.00/12:30016:30| 4. 00012:20016:30( 4.00f12:30)16:30| 4.@0f12:3
a7 ARE [BTTH 2000 4 oajog:aaft2 00| 4 oojpa:oafz:oa 4. cojos:eofi2 ool 4 ajps: o
a7 LTTH 2040 4. oaf12:3006: 30| 4 oofz:2n[16:30) 4. 0002 30)16 30| 4 mafz: 3

Note: The lines will be copied
directly beneath the previous

lines. =

es [4]

| | | | | | | | | | | [~]
[l ][] [[«][»]

| [0  Data entry view |L£‘ Release view ||E| Wariahle view | Entry 1 of 6

AASIS Support Center, Diane Hill 5-32

02/16/04, Revised to V4
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' Tips & Tricks #8
COPY LINES

Edit

Extras Help
BdH @@ CRE D80 BEE @m
Time Sheet: Data Entry View

ER&F I 0B @z4al B Be2EE DR

Tirne Sheet Goto Enwironment  Systemn

Data Entry Period 02/01/2004 - 02/14/2004 |[E|B)
Data Entry Area
ElLT|Pers. Mo, |CO.. |ah|yia...|Tatal 02/01 |From (To 02102 |From |Ta 023 |From (To 02/04 |From |To 02/05 Fron‘|
=98 060|060 .00 i a0 o0 .00 [=]
a7 80.00| 0. 00 1600 1660 16 .00 1600 []
a7 LRE (WTTH 20,00 4.00@s:onf12:00) 4 eejpe:o0f12: 00| 4. 00jps;eafi2:00| 4. 00080 |
a7 LRE [WTTN 2000 4 0of12:30f16:30) 4 mefr2:3006:30) 4 oef2 30q6:30] 4 aoi2:3
a8 BRE [WTTN 2000 4 oofps-onf12:60) 4 aojna-eoqz o0 4 onjps aeqz:00| 4 @o@s: o
95 WYRK ATTN 2000 4 nofiz:anfi6:30) 4 moHz 300630 4 0oz 30[6:30] 4 6ofz 3
N
7. Change the employee
number on the last two lines to
]
the other employee’s number %
~[Ji| and press enter. oo
|D Data entry view |L£‘ Release view ||Ea Wariahle view Entry 1 of &
AASIS Support Center, Diane Hill 5-33

02/16/04, Revised to V4
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Tips & Tricks #8
COPY LINES

Edit

= Help
Bl HL e SHER 0o BE @5
Time Sheet: Data Entry View

Time Sheet Goto Environment term

ER&aY 3 0@ &<« H 8. Verify time totals and
Data Entry Period 020172004 - azmww save your entries.
Drata Entry Area / 4‘
Pers.No. CO.|AfA . Wa.. (Total 02/01 |From |Ta 02f02 |Fram |Ta 02/03 |Fram [Ta 02/04 |[Fram |Tao 0205 Fro
=08 48.00) 8.00 8.88 g.08 g.80 g.00) [«]
98 ARK [ATTN 20.80 4.00/s:00(12:00 4.00(08:00[12:00| 4.060[98:8a/12:00| 4.0008:0[(7]
98 ARK [ATTN 20.80 4.08[12:38/16:38| 4.08[12:38/16:30| 4.06/12:30[16:30| 4.08/12:3_|
B=CE 40.00) 008 500 g.00 5.00 g.a0
a7 ARK [ATTH 20.80 4.06p2:08[12:08| 4.06(08:08/12:00| 4.06(38:AA[12:08| 4.08008:9
a7 ARK [ATTH 20.80 4.na[12:38/16:38| 4.08[12:38/16:30| 4.06(12:30[16:30| 4.06/12:3
Note: All times have been copied,
formatted and placed under the
correct personnel number. %
[ 0]

| [ Data entry view ||ﬂ‘ Release view |||E| WVariable view | Entry 1 of 6

AASIS Support Center, Diane Hill 5-34
02/16/04, Revised to V4
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Tips & Tricks #9
STOP TRANSACTION

HRTRC — Time Recording and Time Approval

‘ Prrgram  Edit Goto

Eestore

Minimize

Create session

Systern Help

D dBIeae  SHE DL BE @

Times

DraStructure | <3 Search Help @ TEST VARIANT

Current vear T

Stop transaction <

Close Alt+F4

Ll

Personnel number
Employment Status
Company Code
Cost Center

Selection of Time Sheet

IS

Basic Data

Task Type

Task Level

Task component
Activity Type

Stat. key figure
Att/Absence tipe
YWWage type

Dizplay UnitMeasure

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

A I A Y e e )

[l

(@}
]

If you need to stop a transaction from running, you
can click the stop transaction icon located in the
upper left hand corner of the menu and click on
stop transaction. If a large transaction is in
progress, it may take a moment or two to stop).

HRTRC - 02/16/04
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CREATING A VARIANT

Program  Edit Goto  Systemn

Help
@ @& SEHE DDan BE @0
Approve Working Times

(£33 1= < oOrgStructure | <» Search Help

Period
Reporing Period Other Period =

[Le]r]

Selection Criteria
FPersonnel number
Employment Status
Company Code
Cost Center

Selection of Time Sheet
i Basic: Data
N Receiver account assgmt

b Sender Account Assignment
b Data Sources

Q¢

Approval of Time Sheet
Send notification of rejection
[w] Bundle messages
[ Autormatic Approval (Cust Exity

rn

Faifu1r T [uirwl
AASIS Support Center, Diane Hill 5-36

02/16/04, Revised to V4

If you are using the same data payperiod after
payperiod to approve time, you can create a
variant to readily access your information.
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CREATING A VARIANT

Edit Gota

System  Help
B0 @@ SEE S an BEE @ D
Approve Working Times

(€5 [ <» OrgStructure | <@ Search Help

Erogram

Periad
Re

|[0]

dind Parind Other Period g
1. Click the

ol Selection
em{ Option icon

Company Code

Selec

[o|elely]

Cost Center

Selection of Time Sheet
N Basic Data
N Receiver account assgmt

i Sender Account Assignment
il Data Sources

0O oo

Approval of Time Sheet
Send notification of rejection
[v]Bundle messages
] Automatic Approval (Cust Exity

[«l]]

[ralrsl) T I il
AASIS Support Center, Diane Hill 5-37

02/16/04, Revised to V4

You can create your variant by using your Cost
Centers, Personnel number, etc. You can also search
by other options located under the Further selections
tab @ such as Personnel Area or Business area.
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Brogram  Edit  Goto
@ 2jaH I €@ SHE ODLHO EHE | @
Approve Working Times
£ J=[ < orgStructure | < Search Help
FPeriod %
Repoding Period Other Period —
in Fi
_BElEHiEm —|Selecti0n options | ; ] Seleetion fields |
Fersonn 4 Personnel Area E| Fersannel Mumber E|
Ernplayr Personnel Subarea @ Ernployment Status E
Cormpar Employee Group | Company Code
Cost Ce Errploves Subgroup Cost Center
Organizational Key ]
Selection
T Legal Person
Vil Payrall Area
T | Contralling Area
k| ] [Drganizational Linit
| Eupervisar Area
W dministratar Group |
Send :| [ersonnelAdministramr E E
Bund | |Wme Recording Administrator [=] [=]
At . . —
~aient | 2. Highlight the <]
. . Selection: L™ |
b =Y desired selections <]
¥ TR 2
AASIS Support Center, Diane Hill 5-38
02/16/04, Revised to V4
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Program  Edit Goto  Systern Help
& B H I @@ CHE oLon I EE @
Approve Working Times
(&> J=[ | <» oCrgStructure | <@ Search Help
FPeriod %
Reporting Period Other Period = —
nFi
Sl Selection options | | Selection fields |
Fersonn _Personnel Subarea E| _F'ersonnel Mumber E|
Ernployr | |Employee Group @ | |Employment Status E
Compar | |[Emplayee Subaroup | _|Company Code
CostCe | |organizational Key |_|Personnel Area
_Legal Ferzan _Elusiness Area
Selection _PavroIIArea _CUStCenter
T | |Cantralling Area -
il | _Organizational Unit -
b _Super\tisorArea -
b _Administrator Group -
_PersonnelAdministrator -
W _Time Recarding Administratar - |
Seng || Administrator Group: Payroll E | E
=il 4, Click green  |=! - =
[ Auton =
check 2]
3 Ll
K303 | — [« ][»]
| V][> 4/
AASIS Support Center, Diane Hill 5-39
02/16/04, Revised to V4
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Tips & Tricks #10
Program Edit Goto  System  Help
Note: Criteria must be specified under the
Approve Wo . .
Selection tab in order to tell the system
1 (M= .
which group of employees to select for _
Period your approval. =]
Reporting Period \ e = —
Selection Critari \
election Criteria . .
E— - \ B 5. Click the appropriate
Employment Status multiple selection box to
OIpEN SO 2+ to enter the employees
Fersonnel area .
Business Area you want to set up in
Cost Center =) the variant.
Selection of Time Sheet
Nl Basic Data [
Nl Receiver account assgmt e S
T Sender Account Assignment fe —
Nl Data Sources @
Approval of Time Sheet
[%] Send notification of rejection |
[v] Bundle messages B
FLLUU L 1r=ra
AASIS Support Center, Diane Hill 5-40
02/16/04, Revised to V4

By clicking on the multiple selection = you are able
to list different personnel numbers, personnel areas,
business areas, efc.

To list multiple personnel numbers, proceed with
step 5.

To list personnel areas, after completing step 5,
skip to step 8.

To list business areas, after completing step 5,
skip to step 10.
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CREATING A VARIANT

Systern Help

aja B @ DHE ODo8 EE @
Approve Working Times
) J=l € OrgStructure | Search Help

Program  Edit Goto

®

«][]

Pe
F
% @G Single vals k O Ranges k @O Sinagle vals k @0 Ranges |
(=]
_F & —l ‘
E " / 6. Enter the employee personnel numbers
31
‘ 15
e 18
ge| | oo
] 27
= LI % Note: You can add more
3| {0 I[«[+] employee’s personnel

= numbers by pressing enter
R "
L ® v o @B T wieseedon. @ @ { to populate more fields
[w] Bundle messages

[ Autornatic Approval (Cust Exit

E1D

ralrall L
AASIS Support Center, Diane Hill 5-41
02/16/04, Revised to V4

You may set the criteria by cost centers, personnel
areas, efc.
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CREATING A VARIANT

Program Edit Goto  Systern  Help

& BAHI©C@ & IBHE D DO EHE @ =< =

Approve Working Times
(€5 J2[ | € orgStructure | < Search Help

410

Pe
F
% ©0 11Singlevals | ©Q Ranges | @© Singlewals | @® Ranges |
: |
F 20 1
: 22 / 6. Enter the employee personnel numbers
g 101
g 181
= 121
EE 5 5
[+]
| =]
] EE'; 7.Click [

a0 A

B 4 B | Multiple selection.. B B 3
[w] Bunidle messages
[ Autormatic Approval (Cust Exit)

| Ap
b

[0l

Fa1r T s
AASIS Support Center, Diane Hill
02/16/04, Revised to V4

o -
N
N
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Prograrm  Edit G erm  Help
& Bl @ @e@@ BHE OO0 HE @
Approve Working Times
€3 J=[ < orgStructure | < Search Help
Feriod %
Reporting Period Other Period = - —
Selection Criteria
Personnel number B =
Employment Status ﬁ
Company Code
Cost Center
Selection of Time Sheet
Nl Basic Data @
Vil | Receiver account assamt Lo
Vil | Sender Account Assighment Lo
Vil | Data Sources @
Approval of Time Sheet |
Send notification of rejection
[¥] Bundle messages
] Automatic Approval {(Sust Exity =
L]l I«JCr I
AASIS Support Center, Diane Hill 5-43
02/16/04, Revised to V4
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CREATING A VARIANT

Program  Edit Goto

& afladIe@a@ SCHEIDDLOA I EERE @

Approve Working Times
L5 J=[ < OroStructure <@ Search Help

@@ Single vals h @@ Ranges k @O Single vals k @O Ranges

FaO7 1l

Fa0s (= 8. Enter the personnel

areas; press enter
[«]

] [~]
| Ll [ [« ][+
) 9. Click B

Do i EE O Multiple selection.. |B3 [ %

Approval of Time Sheet
Send notification of rejection
Bundle messages

il T 1Irr

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

E1|

o
N
N
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Tips & Tricks #10
CREATING A VARIANT

Edit

Prograrm Goto

tern  Help
ala @ @@ BHE ST Las BR @m
Approve Working Times

(€27 J=[ < OrgStructure | <@ Search Help

Period
Reparting Period Pther Period bl :

[E1D

Selection Criteria
Personnel numhber
Employment Status
Company Code
Personnel area Faay
Business Area
Cost Center

Selection of Time Sheet

T Basic Data @
T Receiver account assgmt [«
T Sender Account Assignment [« —|
T Data Sources @
Approval of Time Sheet
Send notification of rejection — |
[v] Bundle messages [v]
AASIS Support Center, Diane Hill 5-45
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CREATING A VARIANT

adH I e@@ DHE SDLOHN BEE @
Approve Working Times
€5 J=( < orgStucture | < Search Help

Brogram  Edit

N o

F —
% ©Q@ Singlevals | ©Q@ Ranges | @O Singlevals | @@ Ranges |

e

F -

f| oot T 10. Enter the Business

\ areas

F

E

[
EC [+]

] ; ]

<0 11. Click ]

L B o o = | Multiple selection. | & R 3%

| Approval of Time Sheet

Send notification of rejection EI

Bundle messages =
[l |[«][+]
AASIS Support Center, Diane Hill 5-46

02/16/04, Revised to V4
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Program  Edit  Goto erm
@ B IRCEeG DHE D000 BE @0
Approve Working Times N
@ = & omswuewre | 12. Click to save
Period %
Reporting Period Cther Period & M
Selection Criteria
Personnel number
Employment Status
Company Code
Personnel area
Business Area Q610
Cost Center |
Selection of Time Sheet
Nim| Basic Data [+
Nim| Receiver account assgmt e S
Nim| Sender Account Assignment e S —
T Data Sources =]
Approval of Time Sheet
Send notification of rejection El
[¥] Bundle messages [+]
IFLLICL T 11l
AASIS Support Center, Diane Hill 5-47
02/16/04, Revised to V4
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Tips & Tricks #10
CREATING A VARIANT

afl < SO0 CHR DDhLOoHn BEE @M
ABAP: Save as Variant
Selection variables | &2 Screen assignment E (2|

Wariant name TEST VARIANT &

Meaning This is only a test

Created for selection screens 1000 —
Only Tor background processing 1

Protect wariant vl

Only display in catalaog |

System variant f{automatic transport)

Field attributes
Required fTield
Switch GPA off
Save Tield without value
Selection vwariable
Hide field 'BIS'
Hide field
Protect field |

Field name Twpe P I W L P L 0O

Selection screen ohjects 10080

Data Selection Perdod FoOQOd (N v
Data Selection Period: Start F OO 0 O
Data Selection Period: End P (R OO [
Period Selection: Payroll Area P [ (| [ —
Display: Payroll Period: Start P [ (R [ sl
AASIS Support Center, Diane Hill 5-48

02/16/04, Revised to V4

13. In the ‘Variant name’ field, enter a name for
the variant.

14. In the ‘Meaning field, enter the description
of the variant.

15. Click in the ‘Protect variant’ field to place a
check mark. This will ensure that no one can
changed your variant.

16. Click the save icon
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Erogram

Edit

Goto
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Tips & Tricks #10
CREATING A VARIANT

a0 @@ DHE BT as BE @ m

HRTRC - Time Recording and Time Approval

Approve Working Times

T [ J=[ € orgStructure < Search Help

Feriod

Reporting Period bther Feriod ]

D]

Selection Criteria
FPersonnel numhber
Employment Status
Company Code

FPersonnel area Fhoz
Business Area
Cost Center

Selection of Time Sheet
| Bagic Data @
| Receiver account assgmt 3
| Sender Account Assignment 3
| Data Sources @

Approval of Time Sheet
Send notification of rejection
[Climmediate transfer to HR

(4[]l

EHL3]]

|[«J0v]

| variant TEST YARIANT saved

D | ENT (1) (310) bS] sapapoa NS o

AASIS Support Center, Diane =]
02/16/04, Revised to V4

5-49

You will receive the message that your variant

was saved.
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SELECTING YOUR VARIANT

pla@IC@@ SHE o0 HEE @
Approve Working Times
(@ J=( ¢ OrgStructure < Search Help
N’

Period
Reporing Feriod Current Year ]

0]

Selection Criteria
FPersonnel numhber
Employment Status
Company Code
Cost Center

Selection of Time Sheet

Nl Basic Data

Nl Receiver account assgmt
il Sender Account Assignment
T Data Sources

QL0

Approval of Tirme Sheet
Send notification of rejection
[limmediate transfer to HR
[v]Bundle messages
[ Automatic Approval (Cust Exit)

E1iD| [«1l+]

AASIS Support Center, Diane Hill 5-50
02/16/04, Revised to V4

[0l

1. To retrieve your variant, click on the Get
Variant icon &
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Tips & Tricks #11
SELECTING YOUR VARIANT

Edit

Goto Systerm Help

BB e SDHEB DT O8 BEE @

Approve Working Times
T [& J=( ¢ oOrgStructure | Search Help

Brogram

Period %
Reporting Period CurrentYear [} —
Selection Criteria
Fersonnel numkber é|?|M|
Employment Status Wariant catalog for program RCATS_APPROVE_ACTIVITIES
Company Code Variant name Short descriptn.
Cost Genter DlAMA-2 test
CIAMA-TEST Diana
Selection of Time Sheet TEST WARIANT This is only a test
|
T
I
|
Approval of Time Sheet ¥ R B
Send notification of rejection
[Climmediate transfer ta HR.
[v] Bundle messages oy
[ Automatic Approval (Cust Exit) ?

Ka(|| I[«[v]

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

(IJ'I
o
ey

2. Double-click on the variant you created.
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SELECTING YOUR VARIANT

Prograrm  Edit  Goto

BaE Cae SHE Dnan BE @mE
Approve Working Times
D & J=( < OrgStructure | < Search Help

Period
Reporing Period Other Period [

L]

Selection Criteria
Personnel number
Employment Status
Company Code
Personnel areq FADY
Business Area

Cost Center

Selection of Time Sheet

T Basic Data

T Receiver account assgmt
T Sender Account Assignment
T Data Sources

QO e

Approval of Time Sheet
Send notification of rejection El
Bundle messages =

AASIS Support Center, Diane Hill 5-52
02/16/04, Revised to V4

3. Now you are ready to enter the period you
wish to approve time for.
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SELECTING YOUR VARIANT

a0 @@ SHE anaa BE @

Program  Edit

Approve Working Times
D & J=( <» orastructure | < Search Helm

' An AASIS Training Guide - Enterprise HRTRC — Time Recording and Time Approval
Tips & Tricks #11

Period \/

Reporing Period burrem‘r‘ear ]

[[41»]

Selection Criteria
FPersonnel number
Employment Status
Company Code

Cost Center

Selection of Time Sheet

Nl Basic Data [
Nl Receiver account assgmt LS
N Sender Account Assignment e
|E Data Sources | [+

Approval of Time Sheet
Send notification of rejection
[w] Bundle messages
[] sutomatic Approval (Gust Exit

][]

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

o
o
@

Note: After the first initial time that you
retrieve your variant, the variant will be
displayed on the application toolbar for
easy access.
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